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Entry, Correction and
Review of 1099 Data in
AASIS Accounts Payable Transactions

*1099 DATA AT INITIAL ENTRY OF INVOICES

*1099 DATA CORRECTIONS AFTER POSTING
INVOICES AND AFTER PAYMENTS

*REPORTS FOR REVIEWING 1099 DATA IN AASIS
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Entry, Correction and Review of 1099 Data
in AASIS Accounts Payable (AP) Transactions

TOPICS

*Topic 1: Displaying Vendor Master Records

*Topic 2: The Importance of Tax Code for 1099 Reporting

*Topic 3: Overriding W. Tax Code at Entry of an FB60 Invoice (Trans. FB60)

*Topic 4: Changing W. Tax Code after Parking an FB60 Invoice (Trans. FBV2)

*Topic 5: Changing W. Tax Code after Posting an FB60 Invoice (Trans. FB02)

*Topic 6: Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)
*Topic 7: Changing W. Tax Code After a Payment Has Been Posted (Trans. FB02)
*Topic 8: Using FBL1N to View and Change 1099 Data

*Topic 9: Viewing 1099 Data for AP Vendor Treasury Payments (Trans. ZFI_1099VEN)
*Topic 10: Viewing 1099 Data for Benefits Vendor Payments (Trans. ZFI_BENVEN)
*Topic 11: Viewing 1099 Data for Cash Account Payments (Trans. ZFI_1099CHB)

Appendix A: Example Scenarios: Changing Posted Invoices Prior to Payment
(Trans. FB02)
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Topic 1

Displaying Vendor Master Records

1099s.

Vendors receive 1099s when their Vendor Master Record is
coded with a Withholding Tax code (W. Tax code) other than

W. Tax code of 00 in a vendor’s master record indicates
Withholding Tax Exempt; these vendors do not receive

00 and there have been 1099-reportable payments issued to
the vendor within the reporting (calendar) year.

Currently, vendors who receive 1099s have a Withholding
Tax code of 01-03, 05-08, 10 or 14 on their Vendor Master
Record.
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Topic 1

Displaying Vendor Master Records

Users with the following roles can view the vendor’s master

record:

Transaction

XKO03:

(Displays W. tax code,
no display of TIN)

FKO03:

(Displays W. Tax code,
and displays TIN)

Note: If a user sees a need for a change to the W. tax code in the Vendor’s Master Data, the
change request must be submitted to the Office of State Procurement (OSP).

AASIS
Support
Center

Roles

All AP and MM roles

All AP and MM roles
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Topic 2 The Importance of Tax Code for 1099 Reporting

The correct selection of Tax Code (P1, PO, U1) on a vendor
invoice is important to 1099 data that comes from AASIS to
1099-reportable vendors:

*The amount reported on a 1099 is the W. tax base amount, which
is the amount of line items on a 1099-reportable payment less sales
tax or use tax.

*The Sales Tax amount automatically defaults into the

W. tax exempt field on an invoice from a reportable vendor when
tax code P1 is chosen.

‘When Tax Code PO (Sales tax exempt) is chosen, the entire
amount of the line item is reported for a 1099-reportable vendor.

‘When Tax Code U1 (Use tax) is selected, the amount less use tax
is reported.
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Topic 2

The Importance of Tax Code for 1099 Reporting

Changes to W. tax code after posting do not automatically
recalculate the W. tax base and W. tax exempt amounts. The

user making the changes or corrections must make these
field changes as necessary.

*See Appendix A for example scenarios of changes to W. tax
code, W. tax base, and W. tax exempt fields after an invoice

has been posted.

AASIS
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Topic 2 The Importance of Tax Code for 1099 Reporting

Regardless of selected Tax Code (P1, PO, U1) in invoices for
1099-exempt vendors (W. tax code 00 on the Vendor Master
Record), the reportable amount, with or without Sales Tax, will
appear in the W. tax exempt amount in the vendor invoice.

As long as the vendor’s master record (Trans. XK03) indicates a
W. tax code of 00, no changes to the W. tax code field in the
invoice or payment documents will result in a reported 1099.

Vendor Maintenance Form: If a user sees a need for a change to
the W. tax code in the Vendor Master Record, a change request
form must be submitted to the Office of State Procurement
(OSP). This form can be found at:

https://lwww.ark.org/dfa/osp/aasis forms/vendor maintenance form f10
021.html.
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Topic 2

The Importance of Tax Code for 1099 Reporting

The table that follows this slide provides examples of

both reportable and non-reportable vendors and the
resulting effects of data entered.
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AASIS

Topic 2 The Importance of Tax Code for 1099 Reporting
Vendor’s W. Tax | Tax code Correct Correct
Master code for this invoice 1099 1099
W. Tax code for this | P0 = Sales tax exempt W. tax base W. tax exempt
00 = 1099 exempt | invoice | PI = Sales tax Amount amount
vendor Ul=Use tax
07 =1099 reportable (GunCiohe
Reported on 1099)
vendor
00 00 P1 $0.00 $107.13
00 07 P1 $0.00 $107.13
00 00 PO $0.00 $100.00
00 07 PO $0.00 $100.00
00 00 U1l $0.00 $100.00
00 07 U1l $0.00 $100.00
07 00 P1 $0.00 $107.13
07 07 P1 $100.00 $7.13
07 00 PO $0.00 $100.00
07 07 PO $100.00 $0.00
07 00 Ul $0.00 $100.00
07 07 Ul $100.00 $0.00
Slide
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Topic 3 Overriding W. Tax Code at Entry of an FB60 Invoice

When entering an FB60 invoice, the W. tax code
defaults into the invoice from the vendor’s master
record. The tax code can be changed from the
defaulting master data for each invoice at the time it is
created in AASIS.

Steps for overriding the W. Tax Code at entry of an
FB60 invoice follow.

AASIS
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Topic 3

Overriding W. Tax Code at Entry of an FB60 Invoice

Docurent  Edit

Eoto

Extras

-

ey

Settinos

Ernvironment

Systerm

Help

JH I @@ DER 0L BE @m

Enter Vendor invoice: Company Code ARK

o Tree on Company Code &5 Haold  [#2§ Simulate Park || 4 Editing options

Transactn

[hwaice

E Bal. 0.00 DOC
Basicdata | Payment | Details | Tax | Withholdingtax | Notes |
— —— Yendor
Uenk h aeBEEE1 D @:L (]| | adaress
Invaice date HTT ooy 2000 Reference 10939 TRAINING El The Force hifg. Ca.
Posting Date B AR5 2005 77T Skywalker Ave
Document type Yendar invoice E BLIEBARMK CA 91510
Cross-CC no. LISA
Arniount LsD Calculate tax O 421-T64-1258-26 =
e
Text Bank account 321654987
Fayrmtterms 14 Days het Loot Keepers Bank of Atkansas
Baseline date 01/05/2005 %
[l L]

0 lterms
St |GIL

W

Upon entry of the vendor account number and other required
information on the Basic data tab, press the ENTER key and
the Withholding tax tab will appear.

AASIS
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Topic 3 Overriding W. Tax Code at Entry of an FB60 Invoice

Document  Edit Goto  Extras  Seftings Enwironment  Systerm Help

& A H e@Ee SHE atoan HAE @

Enter Vendor Invoice: Company Code ARK

o= Tree an Company Code &% Hold P& Simulate Park 47 Editing options

Transactn Invaice El Bal. ©.00
Basic data | Payment | Details | Tax  Withholding tax MES |
Yendor
Withholding tae Address

Wi tax base The Farce hfg. Co.
Wy tax exernpt (W. Tax Code by > 77 Skywalker Ave
BURBANK CA 91510 | U

The W. Tax code will default on the Withholding tax tab from the Vendor
Master Record. The W. tax code can be changed at this point in FB60.

Reminder: If the Vendor Master Record indicates a code of 00-W. Tax
Exempt, then changing the W. Tax code within an invoice from 00 to a code
that is 1099 reportable will cause the vendor to receive a 1099. The Vendor
| Master Record must reflect the reportable status change.

AASIS
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Topic 4 Changing W. Tax Code after Parking an FB60 Invoice (Trans. FBV2)

After an FB60 invoice is parked, transaction FBV2 can
be used to change the W. tax code in the invoice
document prior to posting and payment.

The user’'s AASIS security role must have “change”
authorization in order to use transaction FBV2 and
change the withholding tax code. The Accounts
Payable Specialist security role has the change
capability.

Transaction FBV2 is demonstrated on the next slides.

AASIS Slide 14
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Topic 4

Changing W. Tax Code after Parking an FB60 Invoice (Trans. FBV2)

2. Click on the

Document  Edit  Goto
green check &|. g

Systermn Help

JTH I @a@ =6

Change Parked Document: initial Screen

Document list | &# Editing Options

ey for Parking
Campany Code
Doc. Mumber
Fiscal vear

ARK
10000038019
2005

4

1. Enter the FI

accounting number in
Document number.

Enter the FI document number in transaction FBV2, and
click on the green check icon.

AASIS
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Topic 4 Changing W. Tax Code after Parking an FB60 Invoice (Trans. FBV2)

Document Edit Goto  Estras  Settings  Environment  Systern Help

& 2 H e S0 anasn AR @

Edit Parked Vendor invoice 1000000019 ARK 2005

e Tree an Company Code P& Simulate Save as completed 22 Editing options

Transactn Invoice El Bal. 0O.08 DG
Details | ‘Worklow | Tax ~ Withholdingtax | MNotes | [«[r]'5
Yandor
Withholding tax Address
W tax base “ Dehydration Guisine
Wi tam exempt . Tax Code oy 21 Arid Ave.
TUCSOMN AL BaT21
LISA
T 431-765-1373-12
Select the Withholding tax tab and make changes as desired. (Read o
Topic 2 to learn how to determine your data entry needs; screen
|| shot above is provided only to assist users in finding the fields.)
Save changes.
AASIS Slide
Support

Center
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Topic 5 Changing W. Tax Code after Posting an FB60 Invoice (Trans. FB02)

After an FB60 invoice is posted, transaction FB02 can
be used to change the W. tax code in the invoice
document prior to payment.

The user’'s AASIS security role must have “change”
authorization in order to use transaction FB02 and
change the withholding tax code. The Accounts
Payable Specialist role has the change capability.

Transaction FB02 is demonstrated on the next slides.

AASIS
Support
Center
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Topic 5 Changing W. Tax Code after Posting an FB60 Invoice (Trans. FB02)

2. Click on the
green check |

Document  Edit

Goto

YWiews System  Help

] a2 EE T
Change Document: Initial Screen

Docurment list | |4 Firstitern | 4 Editing options

1. Enter the FlI
Keys for Financial Accounting accountlng number In
Document Mumber
Company Code BRE Document number.
Fizcal Year 2805
L [Fe0z

Enter the FI document number in transaction FB02, and
click on the green check icon.

AASIS Slide 18
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Topic 5 Changing W. Tax Code after Posting an FB60 Invoice (Trans. FB02)

Document Overview - Display
/PP NATEFE G cnoose & swe| T @ B H T H D

Doc.type © KR ( Yendor invoice ) MNormal document

Parked by TEST-5P-005 Posted by TEST-5SP-007

Doc. Number 1000304164 Company code BRE Fiscal year 2006
Doc, date 1240872005 Posting date  12/08/200%  Period 5
Calculate Tax ¥

Ref.doc. SUP PK TEST 10

Doc.currency  USD

Itm|PK| Account bocount short text |Bush|Cost Ctr | Fund Bmount | Text Clrng doc.
“ 1{31] 100000050 |FOCUS ELECTRONICS IN|O71A 100.80- |
2(40| B0900REROD |0ffice Supplies 0710 (416601 PWP10AR 107 .50
3150) 2120003099 | Use Tax Payable Rocr .00-
4150( 2120003099 | Use Tax Payable &ccr 1.00-
h150( 2120003099 | Use Tax Payable Accr . h0-

Double-click on the vendor line item (Posting Key 31 line).

AASIS Slide 19
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Topic 5 Changing W. Tax Code after Posting an FB60 Invoice (Trans. FB02)

Extras Erwironment  System  Help
=] e EHE SDO0 BR @m
Change Document: Line Item 001
B2 HE B & & Moredita Withholding tax data

Goto

Document  Edit

<

“endor 100000050 FOCUS ELECTRONICS [NC GiL Acc 2110001000
Company Code  ARK 45089 13TH AVE
State of Arkansas BROOKLYM Doc. no. 1000304164

Line ltem 1 / Invoice £ 31
Amaount i o=1)
tode 1
Wtay base 100. 00 UsD  Witaw exempt Tax Code D?Eﬂ

Additional details
Bus. Area a71e

Disc. base 100. 00 USD  Disc. amount 0. oo UsD
Payt terms NT15 Daysipercent 15 b3 %
Eline date 1270842008 Fixed

Prmint block Invoice ref. f f

Payment cur.
Pmt Method A Pmt meth.supl.
Fayment Ref.
Assignment 10008041642006

Text S, Long Text

[ [ |FB02 P2l sapegs INS 7

Change W. Tax code, W. tax base and W. tax exempt amounts as necessary.
(Read Topic 2 to learn how to determine your data entry needs; screen shot
above is provided to assist user in finding the fields only.) Save changes.

AASIS Slide
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Topic 6 || Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)

MIRQ, the transaction to enter a Logistics Invoice from a
Purchase Order, requires the user to review the vendor’'s master
data to determine if the W. tax code will provide the correct
default for this invoice. Once the MIRO invoice is posted and
generates an FI document number, the W. Tax code can be
changed if necessary in Transaction FB0OZ2.

AASIS
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Topic 6 || Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)

Imvoice document  Edit Goto Systern Help

& Bld B &

G SHE tLn HE @b

Enter incoming Invoice: Company Code ARK

Show PO structure | Show worklist | I.‘|‘_:T| Hold [ Simulate | Messages Help

Transaction Invaice =l Balance o.oa [Uso
Basic data | Payment | Details | Tax | Contacts | Mote | vendor 0100000280 /
|| Astas
Invoice date B1/0642005 Reference 1099 TRAINING 78 M. Thinman Rd.
Fosting Date B1/05/2005 EL PASO T 79901
Armount 155.88 UsD [w] Calculate tax LISA
Tax amount 10.88 P1 fAccounts Payvable 5. & @ g7 7-897-5678-258 888-779-0989
Text
Fayrmt terms 14 Days net
Baseline date 01 fA5 2005 — Il | Bank acct
Carmpaty Code AR State of Arkansas Little Rock % ==
[ | MIRO
—

“puzzle-piece” icon
vendor’'s master record.

In a MIRO, the vendor used in the Purchase Order defaults into the “Vendor”
field after entering the PO number on the Basic data tab. By clicking on the

, a user can check the W. Tax code found in the

AASIS
Support
Center

Slide

22



Topic 6 || Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)

Environment System  Help

& BdEH G EERE DDO8 HE @I

Display Vendor: Accounting information Accounting
R E B

Mendor: 100000280 Asta's

Company Code LRK State of Arkansas

EL PASO

Accounting infarmation

Rec. Account 2110801088 Sort key 02  Doc.no., fiscal year

Head office

Authorization Cash mgmnt group AP VEND AP Vend
Release group

Minority indic. 0 Cedificatn date

T Tax

W. Tax Code ae Exemption numhber
Walid until
Recipient type Exmpt.autharity
Reference data
Prev.acct no. Personnel numkber a

User is taken to the vendor’s master record (transaction XK03). Using the yellow “turn
page” arrows & B , go to the screen entitled “Display Vendor: Accounting Information
Accounting” where the Withholding Tax code is displayed. If satisfied with the W. Tax
code found, complete the MIRO. No further steps are required. If a change of W. Tax
code for this invoice is needed, complete the MIRO and then follow instructions on the
following slides to change the tax code in invoices by using FB02. To return to the
MIRO screen from the master record, click on the green “back” arrow & .

AASIS
Support Slide
Center
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Topic 6 || Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)

[ ] B
N [4]
| [~]
L[] _I [« ][+]
Iﬂ@ Item Search Term [I'E oo ltems
|@ Document no. 111 created [» | ETR {13 {5113 sapetr | INS 2

Upon completion of the MIRO, a logistics (MM) document number appears at the
bottom of the screen. Use this number to display the document in Transaction
MIR4.

& BldH @@

Display invoice Document

* da Display doc.

Imvoice doc. number fi11
Fizcal Year 2005

Enter the document number and click the “Display doc.” button.

AASIS Slide 24
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Topic 6 || Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)

lreoice docurment  Edit Goto Systern Help

Basic data | Payment | Details | Tax | Contacts | MNote |

& BdH @@ S0 E Bnasn EE @M
Display Invoice Document 111 2005

Show PO structur®™ Follow-on documents
Transaction Invoice El 111 2005

Yendor 0100000280

Invoice date [1 /052005 Reference 1099 TRAINING

Fosting Date 0140572005

Armount 15588 Ush V| Calculate tax

Tax amount 10.88 P1 {Accounts Pavahle 5.

Text

Faymt terms 145 Days net

Bazeline date A1 /0542005 ||
Company Code ARE State of Arkansas Litlle Rock %

Asta's 1)
78 M. Thinman Rd.

EL PASO T 79901

LISA

@ a77-897-56578-258 888-??9-9989

Bank acct

Mo

When the document is displayed, obtain the FI document number by
clicking on the “Follow-on documents” button  Fallow-on documents

AASIS
' Support
Center
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Topic 6 || Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)

List of Documents in Accounting

Documents in Accounting

Objecttype text Doc. Number
* Aeepnnting dociment Q041 O000TE
me. purpncn !ndgnlr '1II'II'II'II'II'IE'1I I'IE
Controlling Docurment 0100001802
Funds Management doc 1000000452

@ original document 3 X

Go to Transaction FB02 and enter the Accounting document number (also
called the FI document number) in the Document number field .

Note: User can also “drill down” to transaction FB0OZ2 from here:

Double-click on the document number to display the FI/Accounting document;
double-click on the vendor line item to display the vendor line details; click on the
pencil (“‘change”) icon to go to transaction FB02.

AASIS Slide
Center

26



Topic 6 || Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)

. Document  Edit Goto Wiew  System Help
2. Click on the o E—— S

=] | CER
green check 1.
Change Document: Initial Screen

List || |4 Firstitern || 2 Editing options

1. Enter the MIRO’s FI
accounting number in

Document number

Company code ARK Document number

Fiscal year 2003 (51XXXXXX).

Keys for Financial Accounting

After the MIRO invoice is posted, use transaction FB02 to change
the W. Tax code in the invoice document prior to payment if
necessary. Note: MIRO generates a Materials Management (MM)
invoice document number and a Financial Accounting (FI) document
number. In order to change the W. Tax code of an invoice posted
via MIRO, the user must use the FI document number.

AASIS
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Topic 6

Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)

Document  Edit Goto  Settings  Exras

B0 H Q@ BRHE D080 HE @

Environment  Systerm  Help

Document Overview
Gl 24 4 AT E TS |[® chose | @ save T B & EH B Taxdata

Doc.type @ RE { Invaice receipt ) Normal document
Dac. number 51080129 Company code ARE Fiscal year 2003
Doc. date B4/03/2003 Pasting date 04/03/2003  Period 10
Doc.currency  USD
Itm|PK|Account Account short text BA Fund Amount |C
1[31|100008018 [BOOKS & MILLION A610 0o -
2[86[ 2111001000 [GRIR Clearing B618[HSCE101 50.00 [383211

Double-click on the
vendor line
(Posting Key 31).

i [P

Double-click on the vendor line (Posting Key 31 line).

AASIS
Support
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Topic 6

Changing W. Tax Code on the FI Document of a MIRO Invoice (Trans. FB02)

This slide is
instructional
to the
transaction

only.

User must
determine their
own 1099 data
for input.

Document  Edit Goto Esras Environment  Systerm Help

@ ald B Ce  SRE BDD&8IEE @D

Change Document: Line ltem 001

2 2w a3 L5 More data + Mest itern + Previous item Withholding tax data

Yendor 100891735 WAL-MART COMMUNITY BRC GiLace 2110081080
Company code ARK

State of Arkansas MACON Doc. no. 51242309

Line lterm 1§ Invaice / 31
Amount 250.83 =t /
e
< Wiax base | USD  itax exernpt 25083 VWitaxcode OO >

Additional details

Bus. area 516

Dist. hase 250.83 USD  Disc. amount  0.00 USD
Faytterms WT OO Daysipercent @ ©.000 %0  0.000 % 0
Bline date B27 2003 Fixed

Frmnt block Invoice ref. ! o

Payment cur.

Front method ¥ Prmnt methosupl
Payment ref.

Clearing B2/2672003 ¢ FOO5443044

Change the W. Tax code, W. tax base and W. tax exempt fields as
necessary. (Read Topic 2 to learn how to determine your data entry
needs, screen shot above is instructional only). Save changes.

AASIS
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Topic 7 Changing W. Tax Code After a Payment Has Been Posted (Trans. FB02)

Reportable vendors’ 1099 amounts result from the payment
documents; the W. Tax code on the payment document
defaults from the vendor invoice.

After an invoice generates a payment, changes to 1099 data
must occur in the payment document in order for the
payment to be picked up in, or excluded from, the reportable
vendor's 1099.

Use transaction FB02 to make the changes.

AASIS
Support Slide

Center

30




L 4

Topic 7

Changing W. Tax Code After a Payment Has Been Posted (Trans. FB02)

Dispiay Check information

& | =] Check recipient || Checkissuer... | Accompanying docs | B Payment document

7TO00268607 <

(Paying company code; ARKE Fayment document no.
Bank details
House bank TREAS Bank key 999999932
Account D TREA1 Bank account number aleleh
Bank name Arkansas State Treasury
City Little Rock
Check infarmatian
Check number 210058467 Currency Ush
Fayiment date [5#14:2081 Amount paid 80.08
Check encashment Cash discount amount  0.00

Check recipient
Marme

City

Fayee's cauntry
Regional code

TERMIMNEX
LITTLE ROCK
us

AR

One method for
obtaining Payment
document number
is by viewing
Check or Warrant
in Transaction
FCH1. Other ways
include
Transactions
FBL1N, from
invoice overview
in FB03, and from
ZWARR _DETAIL.

FCH
]

Reportable 1099 amounts are obtained from the Payment document (Doc
types KZ and ZP). The payment document brings in the entire W. tax base
amount for the total of invoices on that payment. To change 1099 data on
a payment, obtain the Payment document number from the Warrant or

Check.

AASIS
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Topic 7 Changing W. Tax Code After a Payment Has Been Posted (Trans. FB02)

@) 2 dH eaa |
Change Document: Initial Screen

Payment
List | |4 Firstitern || @ Editing options document

/ number

keys far Financial Accounting

Document number FOO0266AT
Company code ARE
Fiscal year 2002

Enter the Payment document number in FB02, and click on
the green check icon.

AASIS
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L 4

Topic 7

Changing W. Tax Code After a Payment Has Been Posted (Trans. FB02)

Document Overview

T 4P MNETF & F & @ @ choose [ sae T A & [ H Tadata [H

Doc. type © ZF [ Payment posting ) Mormal document

Doc. number TOOOZE36RT Company code LRE Fiscal wear 2002

Doc. date BaEs14 2001 Fosting date BEM14 72001 Feriod nz

Doc. currency 50

Fayment run ID naf14s2001 - NORM1

Itm|PK| Account Lccount short text BL Cost ctr Fund Amount| Text
—I» |1 250100048299 |TERMINEX noz0 | aQ. 00

2150 1180081 8381 [ Treasury Outgoing nagn g . [ -

Payment document overview will appear.

Double-click on the vendor line.

AASIS
Support
Center
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Topic 7

Changing W. Tax Code After a Payment Has Been Posted (Trans. FB02)

hange Document: Line item 001
(‘:29 T 2 - a @ 5 More data + Mext item + Previous itern Withholding tax data
N”
endor 100E483299 TERMIMEX GIL ace 2110807030 p ¢
men
Company code  ARK 4700 BOWRAR ROAD 31000 ayme
State of Arkansas LITTLE ROCE Doc. no. FOQQOZG3G607 4 o
number
Line Item 1 f Qutgoing payment s 25
Amaount 20.0@ LsD
Tax code
(-l W tax hase k0. oo USD W tax exempt W tax code  BY >

This slide is
instructional to
the transaction
only.

User must

determine their
own 1099 data

for input.

(See Topic 2). Save changes.

that necessitated the change on the Payment document.

Click on the “Change” icon to change W. Tax code, W. tax base amount,
and W. tax exempt amount fields as necessary in the payment document

Note: Best practice would include also making changes to the invoices

AASIS
Support
Center
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Topic 8 Using FBL1N to View and Change 1099 Data

AASIS
Support
Center

Transaction FBL1N, Vendor Line Item Display, provides a
single transaction from which the user can review and
change 1099 data for parked invoice documents, for open
and cleared invoice documents, and for payment
documents.

The directions that follow are intended to assist a user in
correcting errors in payment documents found in a single
vendor’s 1099-MISC.

Note: Once an invoice has a cleared payment, and it is
determined that changes to the withholding tax amounts or
withholding tax code need to be made, those changes must
be carried out on the payment document in order to be
properly reported on the 1099.

Slide
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Topic 8 Using FBL1N to View and Change 1099 Data

Erogram  Edit Goto  Systemn Help

& Bl E @& 86 E S0 a8 HE @D

Vendor Line item Dispiay
B [ )2 Data Sources

To correct errors for a [ compeests ) .
Single Vendor, enter a Selection using search help
vendor account number. o iy

Complex search help \E\

Line itern selection
Status
(I Open items
Open at key date 01/05/20085

@ Cleared iterns
Clearing date 01/01/2004 to 01/31/2004
Open at key date

Al items

FPosting date to

Type
[w|Marmal iterns
[ 8pecial GI/L transactions
[ Moted iterns
[l Parked items
] customer items

| [ | FBLIN gl

AASIS
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Topic 8 Using FBL1N to View and Change 1099 Data

Frogram Edit Goto  System  Help

& BldH @@ DEE D000 HE @D

Vendor Line item Display
[ )2 Data Sources

Wendor selection
YWendor account 100008805 to
Company code ARKE to

‘ol e]

Selection using search help
Search help 1D
Search string

Carnplex search help

Line itern selection
Status

Click the radio button A
beside “Cleared items” and e SETEE

enter beginning and ending Ly, .;cle_a;efj*jf( o1 /01 12001 : 1®.
Barin =} a ﬁ‘

date for the current Open i el
reportable calendar year. ot m
Type

[w] Marmal items

[ Special Gil transactions
[IMoted items

[]Parked iters

] custamer items

I FBLIN M| ¢
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Topic 8 Using FBL1N to View and Change 1099 Data

Program  Edit Goto  Systerm Help

@ 290 @@ DHE fnon BE @0

Vend ine item Dispiay
(Lh =l Data Sources
S

Dacument Mumber

 [_1 vendor master ] Posting Date
Industry Document Date
Created on Currency
Created by Daocument type
PBL/POR nummber Business Area \Daml@
Group key FPayment method -
Account group s

Country
Alternative payes

[«1[+]
J[«][+]

[]v ]l
LDl

wendor selection |
VEndDr AOOoOnnne P

cemd Click on “Dynamic selections” icon iz . Enter “Business
sseof @re@” on Dynamic selections screen.

Search

Search

Click on “Execute” icon % to generate the report. 5

Compl

Line itern selectian
Status
(' Open items
Cpen at key date 01/05/ 2005

@ Cleared items

Clearing date B1/81 /2084 to D1/31/2004 | = [ | FBLIN ‘
Open at key date =
[~]
7

| | FBLIN P2l sapetr NS
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Topic 8 Using FBL1N to View and Change 1099 Data

List Edit Goto Extras Environment Seftings  System  Help

@ 1aH @@ CHE Dhon BE @@ i

Vendor Line item Display
M4 M2 B & 2EERE 7 EHEE 2% M| BB seedtns | O

Status: B open O Parked @ Cleared
Due date: Overdue £y Due B Not due
Yendor 100000805
Company Code LRE
Hame Dehydrated Dairy
City SHEBOYGAN
St|dssignment Documentho| Type Doc. .Date |5|{DD|&mount in local cur. |LCurr|Clrng doc.|Text
b @ [1000RERRZ0 2005 10ERRA0E2E (KR B1 /052005 2,000 08-(USD | FRODEOOES]
1 @ | TEOPREREET 2005 TOORROOEET (ZF B1 /52005 2,000 08 [USD | TRODEOOES]
e B.eg (UsD
** hooount 1OEQOEQE05 B.eg (UsD

Results will display. Click on “Choose layout” icon g to select “1099
Payments” display variant, which displays payment documents only
(Document types ZP and KZ).

Document Types: Invoice document types include KR, RE, and ZZ. After invoices have
generated payments, additional document types KZ or ZP (payment document types)
are added to the list. it is important to make changes to the payment documents in order

for the changes to be picked up as reportable.
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Topic 8

Using FBL1N to View and Change 1099 Data

Layout: Choose

Layvout Layout description = S| 5 F [~

{H4800I5PLAY | 0480 Yendor Documents w|

{0618 BDH Business Area on Form o

ELEERINAEL 199 Paynents W7 1w | 1 1 i

TIP GORNIGH |Lheck Garnish wendors tor | Note:

{3PR REGOW |Third Party Reconciliation | o You may have to
fh MAIL Standard local currency o o scroll up to the
BDE EXP SUM|Standard Tocal currency wf| o .

} BHC - DK Quality MD Payment List @ | top of the list to
{BKCA480 D480 Yendor Documents o see the 1099
{BSP 0960 Yendor Documents | o layout variant
‘B Yendor local currency o o

fBUBR/ASGHMT| By Business Area and Then Assignment o

JBUSARER Business Area on Form w| o

JDFL PAY Yendor Payments | o

JDWE PMTS Standard Tocal currency wf| o

{ELIM IFT Eliminate Inter Fund Transactions o | o

{FRC_CLEANUR| Standard local currency | o

{BARRY PAY | Mendor Payments o o | o

fGEMLISTING |List for 0710 Only o o

{GM PAYMENTS o |w?

d BN add Pmt Method & Pmt Meth Supp w| o

! JHDC With Reference o o

o copy B & F H B F HEH X

¢

Double-click on the layout, or click on the layout and then click
the “Copy” button in the lower left-hand corner.
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Topic

8

Using FBL1N to View and Change 1099 Data

List Edit Goto Extras

Environmen

t  Settings  Systern Help

& 50N e BHE DDOoD BE @«
Vendor Line Item Display
M4 M2 BS 2dm| BaT B E S %A M| B seectons |0
Status: B open &y Parked @ Cleared
YWendar 10003885
Company Code LRE
Hame Dehydrated Dairy
City SHEBOYGAN
St |Documentho) Bush |Doc. .Date |Amount in Tocal cur. |Clrng doc. | Type With.tax bhase amount
[ | @|7000000081|0610)01/05/2005 2,000,080 |FoO0OO0Q031| 2P 1,860.47
* 2. 0e0.0a 1,860.47

Payments are displayed with reportable amount totaled. If unchanged, this is
the amount that will be reported if the vendor has a 1099-reportable W. tax
code in the Vendor Master Record.

The following slides show how to change payment documents from FBL1N.
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Topic

8

Using FBL1N to View and Change 1099 Data

List Edit Soto  Extras

Environment  Setfings  Systern Help

& B d H I CE@ DEHE 2000 EHE @ HE
Vendor Line item Display
4 4 PH|63:I°J7*@l@@@|?&?l@@ﬁ|g%@‘$|Selectinns
Status: B open S Parked @ Cleared
Yendar 100000885
Company Code BRK
MName Dehydrated Dairy
City SHEBOYGAN
St | Documentho| Bush |Doc. . Date | Amount in Tocal cur. |Clrng doc. | Type With.tax base amount
W @0 | 7O0REA00ET | B610 (61 05/ 2005 2,000,600 |FOABOQQEET|ZP 1,860.47
2,000,600 1,860.47

To change a payment document, select the box before the line
item under St(atus) column. Click on the pencil icon |#.
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Topic 8

Using FBL1N to View and Change 1099 Data

Document  Edit Goto  Extras  Environment  Systern Help

& Bl €Ce@ CHE SDO8 EE @l

Change Document: Line item 001

B 2w a & & Moredata + Mext iterm + Presious iterm wyithholding tax o

Yendar 100000035
Company Code ARK
State of Arkansas

Dehydrated Dainy
95 Meapolitan Ave
SHEBOYGEAMN

GILAcc 2110001000

Doc. no. FORADAEEE

Line ltem 1 J Outgoing payment s 25

Armount 2,000,008 Jso

Tax code

Y tax hase b ooEn a7 i .
Bus. Area Q610

Disc. amount 0,00

Daysipercent
Bline date O1/05/2085
FPrnt block Invoice ref.
Prmt Method W Pt meth.supl.
Cleating 010572005 ¢/ FOBOBOBO3T PaymentAmnt 2, 000.00
Assignment Foooooooa120048
Temt

gD

UsD

S, Long Text

This slide is
instructional
to the
transaction

only.

User must
determine
their own
1099 data for
input.

Change W. Tax code, W. tax base amount, and W. tax exempt amount fields as necessary in
payment document (Read Topic 2 to learn about W. tax code and Sales tax code Importance
on entering correct W. tax base and W. tax exempt amounts.) Save changes.

Note: Best practice would include making changes to the invoices that necessitated the
change on the Payment document.
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Topic 9 Viewing 1099 Data for AP Vendor Treasury Payments (Trans. ZFI_1099VEN)

Transaction ZFI_1099VEN provides a report to assist users in

regularly reviewing 1099 data for Accounts Payable Vendors
except Benefit Vendors.

It is recommended that 1099 data be reviewed, and corrected
if necessary, at monthly intervals through out the year.

Use ZFI_BENVEN to review final 1099 data for Benefit
Vendors (see Topic 10).
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Topic 9 Viewing 1099 Data for AP Vendor Treasury Payments (Trans. ZFI_1099VEN)

Program  Edit Goto Systern Help
2 AH @R 2 S NAa8 EE @ D
Qdor Fayments by Agency with Tax Codes

Vendor payments by agency with tax codes

Vendor | @ to
Business Area to
Print Date 01/01/2004 ta 1203102004
Docurnent type ZP to

LA E

[ | ZFI_1099vEN

Click on the “Get Variant” button = . Note: Variant defaults to the
entire numeric range for the vendor type and includes both
Treasury and house bank reportable payments (Document types
ZP & KZ). Print date defaults to the beginning and end of the
calendar year; these dates can be changed to accommodate
monthly reviews.
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Topic 9

Viewing 1099 Data for AP Vendor Treasury Payments (Trans. ZFI_1099VEN)

AASIS
Support
Center

ABAP: Variant Directory of Program ZFIAPREO00S8_VERD_PAY

YA S

YWariant catalog for program ZFIAPROODE _VERD_PAY

Wariant narme

Short description

AP YWENDORS

ALL ACCOUNTS PAYABLE VENDORS

BOARD MEMBERS

BOARD AMD COMMISSION MEMBERS

OMETIME YEMDOR

OMETIME VEMDOR 1098 REVIEW

v R

[ | ZFI_1099vEN

Select a variant for 1099 data review, or return to the

initial screen and enter user-specified vendor/s accounts,

print dates, and document types.
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Topic 9 Viewing 1099 Data for AP Vendor Treasury Payments (Trans. ZFI_1099VEN)

g|  alaB e@ee DHE fnas BE @
Vendor Payments by Agency with Tax Codes

100800080 199999999

Business Area
Print Date a1/a1 /2085 1243172005
Document type P

Enter Business area. Click on Execute .
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Topic 9

Viewing 1099 Data for AP Vendor Treasury Payments (Trans. ZFI_1099VEN)

List Edit

Goto iews

aeftings  5ys

B EaQ SRS D000 BR QN

Vendor Payments by Agency with Tax Codes

GaF7|2% 0 BZaTehEss| B

Vendor  |Payes name |State| Check number Payment ~ Print Date |z Amount Pay.. Jendar ... Witax expt/zWitax base| Witax armt
100001276)8| GOVCONN... |OH (410383077 7007945012\ 01/0672004 | & 9072 07 |07 0| 557072 0.00
100001276 |GOYCONN... |OH (410388078 7007345013 |01/06/72004 | 100000007 |07 0.00| 10,000.00 0.00
100003380 |Ward Const..| AR |410353114 (7007945049 010672004 | 36774807 |07 000 34268 0.00
100079277 |UNISOURCE |OK (410358531 (7007945581 01/06/2004 o | 0.00 1B 0.00
100107763 |CARPETS . |AR 410368717 7007945672\ 010672004 | 27031307 |07 000 250000 0.00
100107934 |JAMESEL.. |AR |410358719 7007940674 010672004 | 207919007 |07 000 195000 0.00
100006163 |GLOBALE... |GA |4103R1089 7007949680 010672004 | 1943407 |0V 00| 194344 0.0
100028469 |CRISISCT... |AR 420145302 7007349905 010672004 | 26895107 |07 000 258351 0.00
100028469 |CRISIS CT.. |AR 420145903 7007949906 |01/06/2004 | A5dd 1607 |07 000 5h4d15 0.00
100030971 |RIVVALLE .. |AR 420146022 7007950083\ 01/06/2004 | 258406 \0F |07 000 255406 0.00
100032261 |SERENITY, . |AR 420146213 |7007960142\01/06/2004 | 62208807 |07 000 62208 0.00
100033010 |JAMES BR... |AR |410361511 (7007950184 01/06/2004 18896 07 |07 0.00 176.40 0.00
100034366 |SAFEPLA.. |AR 420146318 (7007950232 010672004 | 641506 \0F |07 0| G451 0.0

Results will appear. Report is interactive and can
Excel or other software application.

be exported to
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Topic 10 Viewing 1099 Data for Benefits Vendor Payments (Trans. ZFI_BENVEN)

AASIS
Support
Center

Transaction ZFl_BENVEN provides a report to
assist users in regularly reviewing 1099 data
for Benefit Vendors.

It is recommended that 1099 data be reviewed,

and have DFA-OSP correct if necessary, at
monthly intervals through out the year.
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Topic 10 Viewing 1099 Data for Benefits Vendor Payments (Trans. ZFI_BENVEN)

Program  Edit Gaoto  System Help

B d0ICEQ SHE DALY R @m

BEMCFIT VENDORS
ics

Program selections
Business area to
Marme ofthe payee to
Payment method to
Account number of vendar or to
Ptint Date B1/01/2004 to 1243 J2DD4|@

Output format

() BAP List Viewear @k
@ ABAF List ) Display as table

() Graphic ()Word processing

() ABC analysis () Spreadsheet

() Executive Info System (EIS

() Additional functions

() File stare

() Save with 1D

[ | ZFI_BEMVEN

Click on the “Get Variant” button = .
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Topic 10

Viewing 1099 Data for Benefits Vendor Payments (Trans. ZFI_BENVEN)

AASIS
Support
Center

ABAF Variant Directory of Program ZF AP Q001_OMNETIMEVYEMND OREL

=N A e =TE
Wariant catalog for program ZFIAPQ001_OMETIMEVERDORFOR 1099
Yariant name Short description
) |EGENEFIT YENDOR Benefit vendor 1099 Review
CLSEOMETIMEVER 1099 2002 OMNE TIME YERDOR
[ La][»]
W R

Select variant entitled “BENEFIT VENDOR”.
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Topic 10 Viewing 1099 Data for Benefits Vendor Payments (Trans. ZFI_BENVEN)

Program  Edit Goto Systern Help

& Bl EIGE& SDHEE STO8 I HE @0

BRMNEFIT VENDORS
(c)

Program selections

ﬁ Business area | @ to

Mame of the payee to
Payment method to
Account number of vendor or [ =R to
Frint Date to
Cutput farmat
® SAP List Viewer
O ABAP List ' Display as table
(_rGraphic wiard processing
(O ABC analysis ' Bpreadshest

' Executive Info System (EIS
(I Additional functions
(_IFile store

() Save with 1D

[ | ZFI_BEMVEN

Enter a Business area. Click on the “Execute” button & .
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Topic 10

Viewing 1099 Data for Benefits Vendor Payments (Trans. ZFI_BENVEN)

List

Edit Goto

BENEFIT VENDORS
Favwr BE|EBITHET | == D
BENEFIT VENDORS
BA  “|Name of the payee *|Street P.O. box City: RZ  |P.cde To check no. |Payment |P k4
=) Arkansas Teacher Retirement System (1400 West 3rd Street Little Rock AR (72201 000009100 (13004112 B|[4]
Arkansas Teacher Retirement System & [=]
BOKKERS USED CARS INC [626 W BROADWAY | [FORREST CiTY[aR  [72336 [o00009517 [15017988] EIN
BOKKERS USED CARS INC &
FEDEX [ [1140 [MEMPHIS [Tn [38101-1140[000000060 [15000481 [C E
| [1140 [MEMPHIS [Tn [38101-1140]{000000093  [15000604 [C E
FEDEX &3
KIDD TIRE AND SERVICE, INC. [ [ [HOPE [&R [71802-1317[250005182 [15003845[Q [B
KIDD TIRE AND SERVICE, INC. o
RAMSEY KRUG FARRELL & LENSING  [8315 CANTRELLRD  |251510 [UTTLE ROCK [AR  [72225 000000962 [15008216[C E
8316 CANTRELLRD  [251810 [UTTLE ROCK [AR  [72228 000001466 [18013181(C E
8315 CANTRELLRD  [251510 [UTTLE ROCK |AR  [72225 000001491 [15013450[C E
RAMSEY KRUG FARRELL & LENSINGJZ,
Ramsey, Krug, Farrell & Lensing [315 CANTRELL ROAD[251510 [Little Rock [AR [72225 000000106 [15000617[C [B
Ramsey, Krug, Farrell & Lensing &
TEACHER RETIREMENT 1400 3RD 5T LITTLE ROCK [AR  [72207 000002094 [15006877 E
1400 W 3RO 8T LITTLE ROCK [AR 72207 000002103 [15007798 E
1400V 3RD 5T LITTLE ROCK |AR 72207 000002105 |15007500 E
1400 W 3RD 5T UTTLE ROCK [AR  [72207 000002106 [18007801 B
1400 W 3RD 3T LITTLE ROCK [AR 72207 000002111 [15007840 E
1400W 3RD 5T LITTLE ROCK [AR  [72207 000002121 [15008076 E
1400 3RD 5T LITTLE ROCK [&R  [72207 000002122 |15008082 E
1400 3RD 5T LITTLE ROCK [&R  [72207 000002138 [15008107 E
1400 W 3RO 8T LITTLE ROCK [AR 72207 000002143 [15008118 E=
1400V 3RD 5T LITTLE ROCK |AR 72207 000002167 [15008141 e
1AO0MY 200 T LITTI E Dl A0 0004 noonno 72 1e00214 =] E
Ll ]l I |[«][+]
| [ | ZFI_BENVEN PZ| | sapapld INS 7

Results will appear. Report is interactive and can be exported to
Excel or other software application.
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Topic 11 Viewing 1099 Data for Cash Account Payments (Trans. ZFI_1099CHB)

g, = 2dBIe@e SHE a0o0 B @
Vendor Payments by Agency with Tax Codes

Yenfor payments by agency with tax codes

Yendar @

Business Area

Print Date 01/01/2005 12/31/2005
Document type ZP

S L|IF11099CHB bl sapapDd

Enter a Business area. Click on the “Execute” button .
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Viewing 1099 Data for Cash Account Payments (Trans. ZFI_1099CHB)

Topic 11

Settings  Systern  Help

List Edit Goto “Miews
B I H e CHE DDLa0 BE @m

AASIS
' Support
Center

]
Vendor Payments by Agency with Tax Codes
FNEFTF EE Q) BCTHTel BEe | @
“endor Marme of the payee City 5..|P.cde |Payment |Print Date |=Amao..|Yendor M. |Paymen... |=W.tax base| W.tax expt| Witax amt
100037342/ | CARPITAL PROPERTIES, LTD|LITTLE ROCK (AR |72201 |70126329.. |12/09/72005 | 250.00 |07 o7y 2A0.00 0.00 0.00
100047126 |ELUFF CITY ELECTRONICS |MEMPHIS  |TW |38155 70126329 |12/09/2005 | 438,60 |07 07 408.00 0.00 0.00
- 688.... = 658.00
Results will appear. Report is interactive and can be exported to
Excel or other software application.
Slide
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L 4

Appendix A

Changing Posted Invoices Prior to Payment
(Transaction FB02)

EXAMPLE SCENARIOS:
Vendor Master Withholding Tax Code 07 and
Invoice Withholding Tax Code 00

Scenario 1 — Tax code PO

Scenario 2 — Tax code P1
Vendor Master Withholding Tax Code 00 and
Invoice Withholding Tax Code 07

Scenario 3

AASIS
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Appendix A

Changing Posted Invoices Prior to Payment: Example Scenarios (Trans. FB02)

L 4

Original Invoice Dispiay Document: Line ltem 007
posting; 5 2w a @ .5 Moredata [ Withholding tax data
Vendor Master W. Sendor: 100050908 GENTLE YEARS CHILDCARE CENTER GilLacc 2110001660
S Tax Code 07’ Company code  ARK
C State of Arkansas JACKSOMVILLE Doc. no. 19086426
Invoice Tax Code Line Item 1/ Irvoice § 31
E PO Amount 100, A6 JsD
N W
A lax hase 100,00 USD  Witax exermnpt  0.00 Wi tax code
R v
| FB02 Changes Change Documentii ine ltem 001
g | 2 - | d3 More data | |[[E] + nestitern | |[E] + Previoufitem Withholding tagdata
O | | W.Tax Code 00 for |f—22~
this invoice; Wendor 100050908 W GEMTLE YEARS CHILDCARE CENTER Lacc 2110001000
Company code  ARK
1 Tax Code remains State of Arkansas JACKSONVILLE Doc. na. 19086426
P Line tern 1§ Invaice f 31
O Amaoumt 100, aa LSh
W USD  ‘Wiaxexempt 10000 Wil tax code
Fields to be changed: W. tax base should be zero; W. tax exempt
should be the amount of the full amount of the payment where no
AAsis | sales tax was applied. _
Support Slide 57
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Appendix A

Changing Posted Invoices Prior to Payment: Example Scenarios (Trans. FB02)

Original FB60
Invoice posting;

Vendor Master W.
Tax Code 07;

Sales Tax Code P1

Display Document: Line ltem {01

20y 2w A & 5 More data Withholding tax data

4

fendor: 100053908 GEMTLE YEARS CHILDCARE CEMTER GiLace 21100016000
Company code  ARK
State of Arkansas JACKSOMWVILLE Doc. no. 19086428
Line ltern 1 I'lnvoice f 31
Amount 100, 86 Ish
{ Taxcode F1

Wi tax hase 3. 36 USD  witax exempt 6. Wi tax code

O—2XV>ZMO W’

FB02 Changes:

W. Tax Code 00 for
this invoice;

Sales Tax Code
remains P1

r Line jftem 001
627 'ﬂ 42. v a /3 L5 Mare data + Mext itermn || [

Change Docume

FPrevious itern Withhnldin ax data

Yendar 1006509682
Company code ARE

GEMTLE YEARS CHILDWCARE CEMNEER GiLac: 211000104

State of Arkansas JACKSOMNVILLE Doc. no. 19086428

Line tem 1§ Invaice © 31

L 4

AASIS
Support
Center

100 .00 LsD

W tax hase WSO WWitaw exernpt 10000 YWiax code OO

Fields to be changed: W. tax base should be zero or blank; W. tax
exempt should be the amount of the full amount of the payment
including sales tax.
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Appendix A

Changing Posted Invoices Prior to Payment: Example Scenarios (Trans. FB02)

Original FB60
posting - Vendor
Master:

W. Tax Code 00
00=W. tax exempt
Sales Tax Code P1

Dispiay Document: Line ltem 001

2w a3 LB hore data Withholding tax data

__________ 100050908
Company code  ARK

GEMTLE YEARS CHILDCARE CEMTER

Gl ace

21100016303

State of Arkansas JACKSOMNVILLE Doc. no. 159086427
Line [term 1 [ Invoice f 31

Amuount 107 .13 UsD

Tax code F1

W tax base b.aa USD ‘Witax exempt  107.13 Witax code OO0

O—XV>rzZ2mMmOw

3 picked up on the 1099.

Unless the Vendor Master Record indicates a 1099-reportable code (a code
other than 00), changes in W. tax code in FB02 intended to record the invoice’s
payment as 1099 reportable will not result in the invoice’s payment being

Note: Master record changes to Vendor's W. tax code must be requested
through Office of State Procurement using the Vendor Maintenance form.
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